~ WELCOME ~

Annual Data Collection
(ADC) Training
for
School Year 2008-2009

OPI

Hi everybody. My name is Karen Crogan.

I am a Data Control Specialist in the Accreditation Division of OPI in Helena, and
part of my job is to oversee the Annual Data Collection.

Although much of this training will be hands-on, I’ve put together a PowerPoint
presentation that not only covers the main points, but it also includes screen shots. If
we don’t need one, it’s easy to jump right past it. I will ask you to help direct the
course of this training so you get the most benefit.

I will try to answer all your questions today, but if | don’t have an answer
immediately, I will make sure you get it just as soon possible.

At this point the people should be logged onto their computers.....



Agenda

9:00-10:30 ADC Training
Presentation
10:30-10:45 Break
10:45-11:45 ADC Data Entry
11:45-12:45 Lunch break

12:45-3:00 ADC Data Entry
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Introductions

» Karen Crogan
— OPI Accreditation Data Control Specialist
— Telephone: (406) 444-2410
— Email: kcrogan@mt.gov
« Andy Boehm
— OPI Measurement & Accountability
- AIM
» Dale Kimmet
— OPI Accreditation Specialist
— Telephone: (406) 444-3128
— Email: dkimmet2@mt.gov
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ADC Packet

» Table of Contents (pink)

* Glossary of terms

» Staff Assignment Codes listing (green)

« ADC Overview

« ADC User Manual

» Authorized Signatures and Checklist (blue)
* Preprinted Personnel forms (white/purple)
* Quality Educator Payment Summary (gold)
» Evaluation Form (gold)
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The packets were sent to Authorized Reps in early September
Table of Contents - lists all the forms and reports included in this year’s mailing.

Glossary of terms - definitions that aid understanding and help ensure data is
entered correctly

Staff Assignment Codes (Used for Quality Ed, NCLB Highly Qualified Teachers,
Spec Ed)

Overview of ADC process
Authorized Signature Sheet and Checklist - provides validation and accountability
Preprinted Personnel forms - samples of district and school level reports

Job Code list with definitions - district, school, coop levels



Due Dates

To County Superintendent:
Tuesday 10/21/2008

To OPI Accreditation Division:
Tuesday 10/28/2008
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These dates are found in a bright yellow box in the upper left portion of nearly all
paper forms and reports.



Where to Get More Information

* OPI Website: http://www.opi.mt.gov
— Go to Programs & Services of OPI

— Select Annual Data Collection
http://www.opi.mt.gov/adc/Index.html

* OPI Help Line - (406) 444-4050
» Tip of the Day
* OPI Knowledge Database (Get Answers)
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There is a lot of information on our website.
Click on “Get Answers” (upper left by calendar) for the knowledge database

The OPI Help Line is an automated menu that allows a caller to identify the best
person to answer a question.

The phone number is new this year — 444-4050!



Getting Started With Citrix

« Install Citrix client software
— See User Manual
— Update if not used since June
« Username and Password
— Mailed to Authorized Rep in July 2008
— Password policy
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For Citrix Setup: Page 26 of User Manual
Getting Started: Go to page 3 of User Manual

The password letter is mailed to the authorized rep who is responsible for protecting
and/or sharing it as needed.

If you lose your password - we can mail a new letter but we can't give it out over the
phone or fax it.

Policy requires the password to be changed every 60 days.

To accomplish that, you will append different letters to the end of the core password
we sent:

SO - September/October, ND — November/December, JF — January/February

**** Have a list of usernames/passwords for each site ****



Password Policy

Mailed to Authorized Reps July 1
Changes every 60 days
Add month delimiter to core password

— ‘SO’ = September October

Cannot be given out over phone or email

— MUST be mailed

September 2008

Call OPI Help Desk (406) 444-3448
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User Level

 What level of user are you?

» Your user level determines which
menu options you can see

/\/‘ Schools (SC)
District (LE)/
SE Coop
| County (CO)
State (OPI)
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Your user level is determined by your username.

The graphic illustrates a widening (or narrowing depending on your perspective) of
the scope of data available.

If you have an ‘SC’ username, you will only be able to work with your school.

However, if you have an ‘LE’ username, you’ll come in at the district level and be
able to access all the schools in your district.

County Superintendents will be able to see all the districts and schools for which
they are responsible.

Only certain OPI staff have statewide access.



User Level Cont’d
Click
here to
Select Your County, District, System, Coop or School proceed
Step #1: Select a School or District Below. \/
Step #2: Click on the Get Started button to wark with your selection --»
‘fou can return to this screen at any time by pressing the Select buttan. et Started
Working at the District Level with District Wide Data.
Codes:
Legal Entity:  [Dillan Elem v [pons v
School: M w |% L2
This screen shows you what selection options are currently set and are ba on your
user id. You can modify any of the white fields. Selections here will determin t
forms and reports as well as data you can waork with.
frmSetElobalDefaults Select
school
using
! dropdown
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Note any greyed out areas limiting access (based on your user level)
To select specific entities, use the dropdown arrow and pick one from the list.
When you are ready, click on the Get Started button (v')



Current

Navigation User Lovel
Change Click to
Entlty Annual Data Collection Main Menu eXit
G 20072008
I'Z"| Beaverhead (CO 01) | e
TR G Dillon Elementary (S5 0199) . Eat
Select  Dillon Elem (LE 0005) District Level Program
= All Schools (SC %)
READY FOR DATA ENTRY
Select a button on the left, then double click an option below
Select ENTERED B EVERYOME -

1 - Organization Setup

2 - Setup Periods/FTE Names

3 - Staff Assignments \
ENTERED AT SCHOOL LEVEL | —
- secreditation Data Se|ect

- PIR Days and School Start and End Dates
- alternative Education Programs

- Indian Education Screen
- Technology Use Report

Task T |

RIS

Status

v
Setup and confirm general information for District or Schuol/
Entet general units of time for schools

FrmSwitchBoard
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From the Main Menu, you are able to:
Select a task (either Data Entry or Reports)
Select a screen (double click to select — single click to show description)
Change your entity (district, school, etc.)
Exit



What is ADC Used For?

Accreditation — Board of Public Education
(BPE)

Federal Reporting of Highly Qualified
Teachers

NCLB Report Card
Funding (Quality Educator Payments)

5-Year Planning and Effectiveness
Reports

» Sharing Data Within OPI
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The Preliminary Accreditation Report is used during the accreditation review to assist OPI in
determining if the school will receive any deviations.

This is driven primarily by the staff assignments. We’ll address selecting the correct job code and
licensing deadlines later.

Federal reporting is mandated by the DOE and NCLB.
Highly Qualified teachers are reported in several ways:

EDEN: Counts the number of core academic classes
taught by HQ teachers

Elementary, English/Language Arts, Art &
Music, Foreign Languages, Math, Science, SS: Civics & Government, Economics,
History, Geography

HEA TII: FTE reported for core academic classes taught by HQ teachers
using poverty quartiles (derived from FRL stats)

Report card: Percent of core academic classes taught by HQ teachers by poverty quartiles —
accessible to the general public via OPI website

Quality Educator payments look at FTE and staff assignment codes.

You received a copy (green) in your packet. Look at the column headings == and we’ll talk more
about this later.

5YCEP and Effectiveness Reports will draw on reported staff FTE and combine it with data from
AIM and MAEFAIRS (enrollment and ANB)

Other divisions within OPI use ADC data for statistical analysis including trends

12



New for 2009

Two new staff assignment collections

— % FTE allocated to PK kids for Special Ed
— Alternative education assignment(s)

Revised questions for Indian Education
Distance Learning asks districts providing

DL to other MT schools to list schools
being served

Dual Enrollment Opportunities — district

level report

September 2008
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Here is a positive thing about this year’s ADC — it hasn’t changed much

from last year.

13



Main Menu - Data Entry

e |tems on the ADC Main Menu are numbered in
the order in which you might want to select
them.

» Type your answers or select from the dropdown
lists.

* Navigate between fields by using the ‘Tab’ or
‘Enter’ keys ~ or use your mouse.

 The ‘Esc’ key will undo your last change and
return the page to its previous state.

September 2008 OPI - Annual Data Collection 14

The items in the Data Entry menu are numbered in the order you should select
them.

There are 12 data entry menu items organized by user level.
Complete all the data entry items that apply to your level of user.
For all data entry, type in your answers or select from the dropdown lists.

You can move from field to field on any screen by using the Tab or Enter key, or
use your mouse to click on a field.

If you make a mistake or get stuck in a form, try using the ‘Esc’ key.
The Esc key will undo your last change and return the page to its previous state.
From there, you can either correct your mistake or exit the form.

14



] 2007 2008
IC&"| Beaverhead (co 01 B W
Round mm% nﬁfn":{zlgfnefnary ('ss 0199) J J
Dillon El [LE 0003]
the = A:I ;?:hnﬁlrz ((sc %) J
computed \ District. Dilen Elem
hours and ety Forma By Alloast
enter eas
h ere' Enter this school's Aggregate Hours per year for meeting Accreditation Standards, 1080
. { 1080
You W|" Minutes per day of pupil instruction or administrative activity. Do not include Hours
passing time, unstructured recess, or lunch. are
n Ot be Full Days: 346 Partial Days: 180 R . d
able to Minutes per day of passing time. eqUIre
Submlt Full Days: 29 Partial Days: 15 Automatical Iy
W|th th]s Days per year of pupil instruction. Computed
blank. Full Days: 170 Partial Days: B
Calculated aggregate hours per year for meeting Accreditation Standards 1082.00
Motes: [ A
fimOrganizations
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Enter your school’s total Aggregate Hours per year.

Enter the number of minutes of pupil instruction time in a full day and the number
of minutes in an average partial day.

Enter the minutes per day of passing time for a full day and for an average partial
day.

Enter the number of full days and partial days of pupil instruction for the 2008-2009
school year.

The blue box will be automatically computed => an error message is displayed if
the number is <1080 or not close

***|f you enter fewer than 1080 hours, you will be prompted to go back and

correct.

Use the white comment box at the bottom of the page for any notes or explanation
you feel would be helpful.

If you are entering data as a district, your number of minutes per day and days per
year should reflect the assignments of the people with district level job codes.

Click on the 'Close Form' button (the door in the upper right-hand corner) to exit the
screen and return to the Main Menu.

15



Set Up Period/FTE Names

» Data rolled forward from last year
» “Heart” of all calculations

» Check for accuracy:
— FTE units should add up to 1.0
— Must reflect the current school day

» Cannot delete a Period/FTE if assigned
to a current teacher record

» See the last page of Overview and the
Personnel form in packet
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FTE or full-time equivalent refers to the number of hours of work normally
required in a full-time position.

An FTE Unit is a portion of a full-time position dedicated to a specific job
assignment.

For example, a full-time principal would be assigned 1.000 FTE. If you have a
person who acts as school counselor for % of the day and librarian ¥ of the day, that
person would be assigned 0.750 FTE for the school counselor job code and 0.250
FTE for the librarian job code.

For a departmentalized teaching staff (i.e., Junior High, 7-8 schools, Middle
Schools, and High Schools), you will need to define a time unit for each period of
the day. You must create an FTE unit for P-1, P-2, P-3, etc. We need to collect
grade low, grade high and student load for each period of the day, so a full-time
high school English teacher cannot be assigned 1.000 FTE.

16



Period Names/FTE Calculator
=

Dillon Elem ﬂ &

FTE is the "full-time equivalent” which is the number of hours of
work normally required in a full-time position,

Dillen Elem

Period/FTE Name FTE

y 0280

0500 FTE 0500

Naming
wizard
1.000 FTE 1.000

FTE o Puriod Descrgion  FTE
P-1 Sem-1 0167 [t |
P-2 Sem-1 0167 el e e ] e i
P-3 Sem-1 01
P S d T ——

fnftellnt otk wih Selection | e & New PerioddFTE ‘ Delete Selection |

- FTE
calculator
e Time units
— Percentage
— Period
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To modify an existing time unit, select it and click Work with Selection, or double
click on the time unit.

To add or delete FTE units, choose the appropriate button.

Choose whether this time unit will be described as a Percentage or as a Period:
If you choose Percentage FTE:
Step 1 - Enter the decimal equivalent for this assignment in the FTE field.

The wizard will name the FTE unit to match the decimal you entered and
display it in the blue box.

Step 2 - Click on Save and Exit to return to the previous screen.
If you choose Period:

Step 1 - You will be prompted to enter a number for the period. Click OK or press
Enter.

Step 2 - Indicate which days of the week this period meets by typing in the initial
letters for the days.

Use R for Thursday. If you have A and B days, type A or B. Press Tab or
Enter.

17



Staff Assignments

Used for:
e Accreditation

» NCLB Core Academic Subjects for Highly
Qualified Teachers

FTE counts

— State Legislature

— Federal Reporting

State Quality Educator Payment
Special Education Reporting

See handout “Annual Data Collection Staff
Assignment Codes”
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Reported at District, School, and Coop (SE)

Enter assignment ONLY for the user level at which you are working.

18



Staff Assignments Cont’'d

» Data rolled forward from last year

* Remove assignments for staff no longer
employed at your school or district

» Ensure all staff are assigned to appropriate
assignment code with correct FTE units

* Report all staff by employer (school/district)

» Break staff out between special and general
education assignment codes

* FTE Reports can help you review staff FTE
when you are done (fix totals > 1.0!)
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What you see on screens should be same as preprinted forms

Special Ed, Title I —report the maximum number that you work with at one time

If a staff person ends up with a total > 1.0 FTE, you need to go back and revise one
or more of the periods so total equals 1.0

19



Assignment / FTE Note

Note: If you have a new staff member who taught at
another Montana school last year, the FTE from
his/her previous assignment will still be attached to
that person’s record until the previous school district
goes into this program and deletes it. You may get a
message box telling you the person is over 1.00 FTE
and asking if you want to fix the problem. As long as
the person has 1.00 FTE or less at your school,
you can ignore this warning. The issue will be
resolved when all the data entry for the state is
complete.

September 2008 OPI - Annual Data Collection

Page 15 ADC Manual

Previous assignments may cause error message (>1.00 FTE)
OK if less than 1.00 at current school



New Assighment Collections

» Alternative Education assignment

— Check if this class is taught as part of an
alternative education program

* Pre-K allocation of FTE
— Special Education job codes only

— Determine what percentage of FTE (time) is
spent with 3-5 year old students
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Alternative Education Assignments

Assignment by Person

5, Kathryn D White, Non-Hispanic Female
Check here to
. . Job Grade Grade Student
indicate that the School or District Hame Code Description FTEUnit FTE Low High Load
H H hool 0661 Helena High Schoal MHOS  Math P-1 0143 8 12 12
aSSIgnment 1S part hool  0BB1  Helena High School MHOS  Math P-2 0143 8 12 12
Of an alternat[ve hool 0661 Helena High School PT Prep P-3 0143 3 12 1]
d . hool  0BB1  Helena High School MHOS  Math =l 0143 8 12 12
e ucatlon prog ram hool  0BE1  Helena High Schoal MHOS  Math P-5 0143 8 12 12
Organization Mame |Helena High School (School DBE1) v
FTE Unit: ‘P-1 -0.143 FTE %  Click here to Setup Periods and Time Units
ob Code: ‘MHUS - Math + Report Teaching Assighments by Period
dditional Job Description: |Prnject for Alternative Leaming

'7 This assignment is an Alternative Education assignment

Lowest Grade: |3 - Issue with Assignment r
Highest Grade: |12 - Issue Resaled
Student Load: (12 Notes ‘

frméssignmentPerson | ‘

| Cancel §aveWork‘
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Allocation of Pre-K FTE

Hewitt, April Ann Unknown Female
Job Grade Grade Student
Edit? School or District Hame Code Description FTE Unit FTE Low High Load
Il Yes School 0006  Mary Innes School SE25 Special Education Instructior 0.500 FTE 0500 PH K 10

Special Ed
IO ENE DL NI EN ' ary Innes School (School O00B) v a
e job codes
FTE Unit: |D 500 FTE - 0.500 FTE “  Click here to Setup Periods and Time Units

Job Code: |SE25 - Special Education Instructional Paraprofession v Only

Additional Job Description:

™ This assignment is an Alternative Education assignment Enter
What percent of this assignment is allotted to 3-8 year olds? 20% t

ercen
Lowest Grade:  |PK w lssue with Assignrnent r p

0,
Highest Grade: [k - Issue Resolved [ (/0) FTE
Student Load:  [10 Notes: | allocated
to PK kids

Addd Assignment

Delete Assignment

Updste Person

|-

fimdssighmentPersan
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When entering a grade low of PK, the percentage of time spent working with
students who are identified as PK needs to be entered.

Example:
1.0 FTE teacher has a class where grade low is PK and grade high is

Student Load is 10

If they spend ¥4 of their FTE with the PK students, then they report it
as 25%... Etc.

The number of students is not the point — it’s the amount of time spent teaching the
3-5 year olds.

So if the teacher had 5 students, one of whom is PK, but spends half her time with
the one, report 50% (not 20% which is relational to the # of students)

23



Assignment Summary

o Summary of all assignments

» Display depends on user level

2007-2008 ~
IC57| Beaverhead (CO 01) B o
57 Dillon Elementary (SS 0199)
Sdeet Dillon Elem (LE 0005) Moo
All Schoaols (SC %) FTE Student Ho.of Assign.
School or District Hame Job Category Folio Person Sum Load Assign. Issues
100 0003 Dillon Migdle School Paraprofessional 0 Afoa, Sally 0129 2 1 1
1525 Parkview School Special Education 0 Afoa, Sally 0875 1 1 1
ol 000&  Dillon Middle School Teacher 30445 Anderson, Sharon R 1.000 143 & 0
ol 0008 Dillon Middle School Teacher 45214 Backus, Audrey 1.000 138 ] o
School 1925 43421 Baker, Tamara L 1.000 23 1 o
chool 1525 P 48572 Bengevfield, Alice E 1.000 25 1 1]
Assignment | . Add Person [ Transfer
inistr ativs 102
by P Delete Person | Assi t
y Person o ssignments
ucation D 13
0.500

[ Trevar Ecweard

Work Wulth Person ‘ A Person | Delete Persan ‘ Transter Assignments

fimbssignmentSummary
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After positioning your cursor anywhere on a line containing information about a
person, you can click on the “Work with Person” button or you can double-click
anywhere on the line to bring up the next screen.

= Assignment by Person — shows detail of selected assignment(s)
=Transfer Assignments — give a previous staff person’s assignments to a new person

= Add Person — must first perform search to ensure no duplicates (last name, folio
number, SSN, license number)

=Delete Person — No UNDO
*** Reminder — once this process is completed, the person is deleted!

24



Working with Assignments

» Assignment by Person — shows detail of
selected assignment(s)

» Transfer Assignments — give a previous staff
person’s assignments to a new person

«+Once this process is complete, the original person is
deleted

« Add Person —first perform search to ensure no
duplicates (last name, folio number*, SSN*,
license number)  *most accurate

«+Save your work!!

* Delete Person — No UNDO

September 2008 OPI - Annual Data Collection

Details for buttons on bottom of Assignment Summary Screen



Instructional Paraprofessionals

e School level

* NCLB “Highly Qualified” applies to Title | paras and
ALL paras at Title | school-wide schools
— Two or more years of higher education
— Associate degree
— Academic assessment

* If you haven’t done this already: Update the Para
qualifications in ADC for 2008-09

— Last year many paraprofessionals were reported in ADC without
any qualifications

— Funding — Job codes
» Title | => PP02
» Special Education => SE25
e General => PP0O1
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Instructional paraprofessionals will be reported on the School Level Personnel Form.

Title I instructional paraprofessionals (PP02) currently reported in the ADC and any newly added
Title I instructional paraprofessionals must reflect highly qualified status, if they qualify, by
reporting them with either: two or more years of higher education, an associate degree, or academic
assessment. Federal reporting requirements for 2007-08 include the reporting of these data.

If the school is designated as a Title | school-wide school, all instructional paraprofessionals (SE25
and PP01) must also meet the Title | highly qualified paraprofessional requirements.

The qualifications can be added to the personnel record for an instructional paraprofessional by
choosing Work With Person and then Update Person. The qualifications are listed on the License
Type pull-down menu.

Any instructional paraprofessionals who are paid with Title | funds should have a job code of PP02,
and those paid with Special Education funds should have a job code of SE25.

Data entry for instructional paraprofessionals is the same as for any other staff. Paraprofessionals are
in the personnel database if they have worked as a paraprofessional in the past five years. If they are
not already on the list, you will need to add these people to this list before you can assign them job
codes and FTE. Be careful not to add a person who is already in the list. See the ADC Manual
section titled Add a New Person Not Found in List.

Exceptions: if they are a translator or strictly parent-involvement coordinator/worker.
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Licensed Professionals

» Report all staff employed or contracted to
provide special education services

» Department of Labor Licensing Database

— Check that correct license from the DOL licensing
database has been entered for all Licensed
Professionals

— Defaults to Female and White; please change as
needed
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If you are entering non-certified staff, either for a school or for a coop, you need to include the type

of additional qualifications for the staff person and the license number, if any.
Paraprofessional:

Type name, gender and race

Select the appropriate additional qualifications from the License Type drop down list.
Licensed professional:

Select License Type

Use the Find box to filter the names in the License Info dropdown list.

Choose the name and license number from the License Info dropdown list (alpha by last name)

The Gender and Race fields are pre-filled with default values; you must change those if they are
not correct.

OPI doesn’t require license information for accreditation purposes; however, NCLB requires
instructional paraprofessionals to meet certain educational criteria.

Some licensed professionals qualify for quality educator payments. In those cases, the license
number from the License Info dropdown list must be selected before payment applies.

When finished, click Save and Exit. The person’s name should now appear in the previous list.
Select the name from the list and choose Work with Person to add assignments for this person.

The Exit without Saving button removes the name, gender and race, but License Type and
License Info must be physically deleted or they will be saved even if you choose Exit without

Saving.
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Quality Educator (QE) Payment

QE payment based on MCA 20-9-327

FY 2009: $3,042 per licensed educator or
other professional (up from $3,036)

— Based on FY 2008 ADC Staff Assignments
QE payments paid by MAEFAIRS into
District/Coop general fund

License must be active and valid as of
12/01/2008
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FTE for Educational Psychologists with Educator Licenses were included in the
past.

Now, Licensed Psychologists without Educator Licenses will also be included.

Previously, the amount was $2,000 per educator — increased to $3036 in 2007 and
now up to $3042...

Amount goes into the district general fund; it does not go directly to the
educators/professionals!!
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QE Payment Cont’d

* Some job codes are included in the QE payment
and others are not (see Staff Assignment Codes list)

— Note: Those coded as Other professional staff
SE31 and SE32) are not included in the QE
payment

» OPI verifies licenses using:
— OPI Educator Licensure database

— Montana Department of Labor and Industry,
Business Standards Division professional license
databases

September 2008 OPI - Annual Data Collection 29

29



QE Payment Report

» After completing updates to ADC staff assignments,

please review the QE payment report called “ADC
District FTE” (wait until the next morning -- it is

updated nightly with the most recent assignments).
http://data.opi.mt.gov/QualityEdFte/Default.aspx

Aot | Q] g oeven opink ]

Montana Office of Public Instruction

Jobs Licensing Ed News METNET NC

“drants | ar | swarsty | ADE estne FrE

Click to get
the QE
Report for
your district

Select a District
Abgarokes Elem %

Get Repert | [__Got Job Codes Listing |

September 2008
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You must disable pop-ups in your web browser. Select your district from the list.
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Accreditation Data

» Certify to Board of Public Education that
schools are complying with applicable
accreditation rules.

B nccreditation Data -
ey gﬁmaumu}[_ EJﬂ
Select LT Dilon Elom NEO0S)
. .. Mary Innes School (€ 0006)
individual I'& (812|835 |B67 |Bea jBieajeie | ¢ | o
tabs or onconncto o s schon? [
click on
“Next”
et
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This screen collects the information used to determine school accreditation status.
There are lettered and numbered tabs allowing for easy data entry.

You must respond to every question. For each general question, you may respond
with either a Yes or No. Type your answer in the appropriate space or choose from
the dropdown list. Each general question has additional questions for further
clarification. Type your answer in the space provided or select the checkbox when
appropriate.

Do not include information about alternative education program sites when
answering questions on Tab C about off-site locations. Alternative education
program information is collected on a separate form.

You can move through the form by pressing the Tab key or clicking the Next
button. If you want to go to a specific page, click on the page tabs located under
your entity name.

Alternative Standards approved by BPE will be listed on Tab Il. You cannot change
the Approved Variances or Alternative Standards. Applications for Alternative
Standards (new or renewal) must be sent to the OPI for BPE approval.

If you have any questions about the information that appears on Tab II, please
contact the Office of Public Instruction.

Details:

Tab I. A collects correction plan information if deviations were noted in the
previous year.

Tab B 1-2 collects administrative and teacher assignment information.
Tab B 3-5 collects information pertaining to internships, library media specialist 31



Full-Time Kindergarten (FTK)

» Question at bottom of Tab B 10-13 only for
elementary schools

» All day, 5-days/week for all kids
—Yes or no answer

» Schools must offer half-day but
attendance is not required even if offered

L 1
B-13. Does the school offer alk-day kindergarten (all day, five days a week for all kids)?

frmAccres ditationData
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4-Day/Week Schedules

* New gquestion in Accreditation Data
» Tab/question B 14
* Yes or no answer

* If the answer is yes and school is HS or
7/8 funded at HS rates another question is
asked to ensure that classes provide 225
minutes per week of instruction per ARM
10.55.906(1)(a) and 10.55.902(4)(c).
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B 14: 4-Day Schedules

-3 Accreditation Data

‘ 2008-2009
[y Yellowstone (CO 56)
Cick 1o Custer K-12 Schools (SS 1014)

seleet  Custer K-12 Schools {LE 0975)
Custer 7.8 (SC 1792)

lll. & |B12|B35 |BA7 |BED EREEE- N

B 14 Does the school operate on a 4 day per week schedule? | g™
If yes, and the school is a high school or has grades 7 and 8 | ¥

funded at the high school rate are classes scheduled for 225
minutes per week as required by ARM 10.55.906 (1)(3) and
10.55.202(4)(c)?
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Elementary schools will only answer the first question.
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PIR Days and
School Start and End Dates

» Certify number of PIR hours for funding
purposes

 Inform OPI specialists what training is
being conducted in schools
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This screen collects information about Pupil-Related Instruction activities: dates,
types, and hours.

If you are doing the data entry for all schools in your district, and the PIR dates are
the same for all of them, you can avoid duplicate data entry.

Enter the PIR dates for one school in the district, then select Click to copy these PIR
days to all schools in the district.

Click Yes at the prompt; you will get a message box when the process is complete.

Details:

Enter the first and last days of school for pupils.

You must answer the professional development committee question.
Enter each PIR day of your calendar on a separate row.

Each PIR entry needs a date, an Activity Code (choose from the list), a brief
description of the activity and the number of PIR hours for that activity.

Example: 10/18/05 PD Speaker: Mainstreaming in Math classes 6

If you have two or more different Activity codes for the same date, enter each
activity on a separate row.

Example:

08/25/05 SO New staff orientation 3

08/25/05 PD Planning for the new CRT 3

To remove a PIR day, select that date and click the red X at the end of the row.
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PIR Form

PIR Form

2007 -2008
[E_EF Beaverhead (CO 01) E ﬂ
Click to Dillon Elementary (55 0199)
zeiect  Dillon Elem (LE 0003)

Dillon Middle School (SC 0008)

Activity Codes Totals
PD = Professional Development (15 hours, in no less than 2-hour blocks) (8RM 10.55.714) 18 Click for More
PT =Parert Teacher Conference (ARM10.65.101.1(c)) 8 Instructions
RK = Record Keeping (Total of 6 hours allowwable in no less than 2-hour blocks) 3
S0 = Staff Orientation (Must be held prior to studert sttendance and in no less than 2-hour blocks) 3 Click to See E}fample
32

Please provide the following information for the schoaol year beginning July 1 for the year 2007-2008
1. First day pupils attend school 7

2. Last day pupils attend school: 0641008

3. Does your district have a professional development committee? (ARM 10 585 714(3)) [ves »

Date Activity Code PIR Activity Descrintion PIR Hours Clil)l;lfsttoocaﬂrzmisofs?f
3 08/31/07 So ~ |Staff Orientation 3 ¥ ;
I DBBDJD?I PD ~ Imenmrtraining } 5] i LRI
[ 101507 PD ¥ [mea-mit [& x|
[ 10A607] PD  [mea-mit [ B M|«
FrmPIR:
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Enter the dates of the first and last days of school for pupils.
You must answer the professional development committee question.
Enter each PIR day of your calendar on a separate row.

PIR entry needs:  date - Activity Code (choose from the list) - brief description of the activity -
number of PIR hours for that activity.

If you have two or more different Activity codes for the same date, enter each activity on a separate row.

To remove a PIR day, select that date and click the red X at the end of the row.

The “Click for More Instructions” gives more details about the requirements and limits for PIR including #
hours/activity

If you are doing the data entry for all schools in your district, and the PIR dates are the same for all of them, you
can avoid duplicate data entry. Enter the PIR dates for one school in the district, then select Click to copy these

PIR days to all schools in the district. Click Yes at the prompt; you will get a message box when the process is
complete.

Some fields have edits that will cause an error message to be displayed => and you will not be able to continue
until corrected.

Sorry, there are only 24 hours in a day.
You have entered less than 42 PIR hours. Districts may receive funding for up to a total of

7 PIR days or a maximum of 42 hours. Would you like to go back and
review your entries?

The value you entered isn’t valid for this field. For example, you may have
entered text in a numeric field or a number that is

larger than the FieldSize setting permits.
Sorry, date school ends must be between 7/01/07 and 6/30/08.
Sorry, First day pupils attend school must be between 7/01/07 and 6/30/08.
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Alternative Education
Programs

» Gathers information on what types of
alternative schools are available for
inclusion in the OPI central database.

* Helps the OPI answer questions about
alternative programs

September 2008 OPI - Annual Data Collection 37

This screen identifies which districts operate alternative education programs to
serve at-risk students and gathers specifics about these programs.

A reminder: in past years, alternative education sites were included with off-site
locations on the Accreditation Data form.

This year they are collected as two separate counts.

Do not include alternative education program information when answering off-site
location questions on the Accreditation Data form.

If your school operates an alternative education program for at-risk students, you
must answer all twelve questions on this form.

If the answer to question 1 is No, you will not see the rest of the questions.
Choose your answer from the dropdown lists, when available.

Use the Tab or Enter keys to move through the fields, or use your mouse to select
the next question or tab.
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Alternative Education Form

2007 2008
IC5"| Beaverhead (€O 01) B B
Cick to  Dillon Elementary (S5 0199)

celect  Dillon Elem (LE 0005
Dillon Middle School (SC 0008)

Guestions 1 -5 | Questions § - 7 | Questions & - 12

Purpose: The purpose of this data collection is to identify which districts operate alternative education
programs to serve atrisk students and gather identifying information about these programs. For OPI
reporting purposes, an alternative education program is a “restructured” academic program to serve at-
risk students and operated within an accredited public school.

1. Daoes your district operate an alternative education program to serve at-risk students? ’W
2 Which choice halow best describes where the students ars sered? [on schoal campus] -~
3. Do you modify graduation requirements (as provided in ARM 10.55.906 (3) & (@) ’W
for the students served in this program?

4. Do you modify attendance requirements for the students served in this program? Mo »

5. When reporting personnel assignments for the Annual Data Collection, do you use N ’—
personnel job codes ARD1 (At-Risk) or OT (Other) to describe any of the personnel FiRD (AR Yes |4
warking in the alternative education program? OT (Other) No

frmAlEdPrograms
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Choose your answer from the dropdown lists, when available.

Use the Tab or Enter keys to move through the fields, or use your mouse to select
the next question or tab.



Indian Education

* New gquestions for 2008-2009

* Helps the OPI understand efforts to implement
Indian Education for All law, assist in the staff
development, and offer technical assistance
where needed.

» Collect resources, professional development, and
teacher/administrator knowledge

e Document uses of FY2008 Indian Education and
American Indian Achievement Gap funding
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This form asks you to provide information about your school's implementation of
Indian Education For All and what your school's needs are regarding Indian
Education For All.

It also asks you to explain how you spent the 2006-07 Indian Education For All
appropriation and how you plan to spend the 2007-08 Indian Education For All and
Indian Student Achievement appropriations.

The text of the law has been included on the first page of this form for convenient
reference.

Use the Tab or Enter keys to move through the fields, or use your mouse to select
the next question or tab.

Choose your answer from the dropdown lists, when available.

For questions F, G, I, K and L if you choose ‘“No’ or *‘None,” all the other answers
for that question will be hidden.
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Indian Education Form

2008-2009
I5| Beaverhead (Co 01) B | g
G to Beaverhead Co High School (SS 0200)
0006)

select Beaverhead County H S (LE
Beaverhead Co High School (SC 0023)

Law || Board Policy | Teacher Knowledge | Curriculum And Instruction || Professional Development | Meeds || Funding | Student Achievernent

Click in box to view entire text of law,

INDIAN EDUGATION FOR ALL - ADC
Supplemental Information

The following information is provided to assist schools and districts in understanding the requirements of the
accreditation standards refating to, and in support of, the Indian Education for All Law, MCA 20-1-501

I The Indian Education Law, 20-1-501, MCA was passed by the 1599 Legislature to ensure the implementation of
Article %, section 1(2) of the Montana Constitution to recognize "the distinct and unigue cultural heritage
of American Indians and to be committed in its educational goals te the preservation of their cuftural heritage.”
The full text of this statute is as follows.
20-1-601. Recognition of American Indian cultural heritage — legislative intent
{1) It is the constitutionally declared policy of this state to recognize the distinet and unigue cultural heritage
of American Indians and to be committed in its educational goals to the preservation

of their cultural heritage.

(2) It is the intent of the legislature that in accordance with Adicle X, section 1(2), of the Mentana constitution

NEXT

FrnIndianEducation
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Tabs:
Law — entire text
Board Policy — collect information on implementation of requirements

Teacher Knowledge (new in 09) — rate teachers’ background knowledge of certain
issues

Curriculum and Instruction — which OPI Indian Ed materials and resources have
been used

Professional Development — select type of Indian Ed for All professional
development would best meet your needs (only one answer)

Needs - for effective implementation of Indian Ed for All
Other — plans for 2007-09 funding, list 2007-08 activities

Student Achievement — district plans for using 2007-09 American Indian Student
Achievement Gap payment; list activities if applicable
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Technology Use Report

* Required by Federal Technology Grant

* Helps to target OPI resources for staff
development and technical assistance

» Important to ensure each computer is counted
only once !

» The “Fully integrated” question at the bottom of
the form must be answered the same way for all
schools in your district - so please consult your
superintendent before completing the question.
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Federal reporting requires the OPI to report the number of computers per school and
on their connectivity to the Internet.

The OPI recognizes that computers are used across grade levels and districts;
however you will need to make a determination as to how to report your
computers so that each computer is only counted once.

Possible methods for reporting shared computers are:
Determine the number of computers per school using a percentage of use formula.

Divide the total number of computers in the district evenly across the schools in
the district.

Any other method that ensures each computer is only counted once within the
district.

There is a question asking how your computers access the internet: hardwired or
wireless access.

If you have some of each, select the one that applies to most of your computers.
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Reporting Shared Computers

* If computers are used across grades or
school districts...

— Get a count of all the computers

— Determine how many are used by students
and how many by teachers (primary use)

* How to compute (pick one method)
— Percentage of use formula

— Divide the total number evenly by # of schools
in the district
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Computer Internet Access

* Review both student-used and teacher used
computer numbers and then record number of
computers having Internet access

— Dial up
— High speed (broadband)
— No Internet access
 Building Internet connections (select one)
— Wireless
— Hardwired
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Technology Survey Form

Technology Sunvey.
20072008
I’ Beaverhead (CO 01) ﬂ ﬂ
ik to Dillon Elementary (SS 0199)

seieet Dillon Elem (LE 0005
Dillon Middle School (SC D00B)
Purpose: This annual report will provide the Office of Public Instruction with the nenassarymfnrmatmn for Federal reporting
reguirements and assist the OPI in planning for future staff oy and ivery options across the
state. Please provide accurate and unduplicated l:nurNS for the specific school you are reporting on. Dupllcateﬂ counts may
atively impact f ] OF program

Federal reporting requirements require that OPT report the number of computers per school. OPI recognizes that computers are used across grade
levels and Districts. However, some determinations must be made by the districk as ko how ko report the computers. Possible ways to determine
hiow ko report shared computers are:
1. Determine the number oF computers per school Using & percentage of use Formula, O
2. Divide the total number of computers in the district evenly across the schools in that district, Or
3. Another method as determined locally.

“+ Regardiess of the method used, do not report any one computer more than once®##+

Hovy rany computers in your school are usad 35 How rany computers in your school are used 22
primarily by Students: primarily by Teachers:
For each set of computers listed above (Student and Teacher), how many of therm are
connected to the Internet by the following Connection Types?
Student Camputer Internet Access Type: Teacher Computer Internet Access Type:
Dial Up Internet Access [a} Dial Up Internet Access a
High Speed (Broadband) Internet Access 35 High Speed (Broadband) Internet Access 22
Mo Intermet Access 0 MNa Internet Access ]
What is the primary (or only) way that computers inside the school Hardwired Access .
building connect to the Internet?
Has the district fully integrated technology into the district curriculum Mo »
through implementing the Montana Technology Content and
Performance Standards as of December 31, 20087
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Technology Survey screen
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District Level Reports

Personnel Recruitment and Retention

— Used to set criteria for critical teacher
shortage teacher loan forgiveness program

Distance Learning
— Complete if you receive or provide DL

Testing Coordinators
Dual Enroliment Opportunities (New)
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Personnel Recruitment and
Retention

» Completed at the District Level

« Used by the OPI, the University system
and districts to understand, project and
help alleviate staff shortages

» Used to set criteria for critical teacher
shortage teacher loan forgiveness
program
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For the 2008-2009 hiring cycle, we want to know how many openings existed in
each subject, support or administrative area.

The information collected through this survey will help identify shortage areas and
provide data for efforts to address the shortages.

Data collected for recruitment of teachers, support staff and administrators includes
subject, difficulty in hiring, the number of openings, and how many were due to
retirement.

The retention surveys collect information on why people left and rate the degree of
influence those factors had on the people who left.
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Recruitment and Retention Report

E= Recruitment

d Retention

= 2007 2008 Click to see your Recruitment and
Beaverhead (CO 01) Retention Report with all areas listed,
Click to Dillon Elementary (S5 0199)
seiect Dillon Elem (LE D005)
All Schools [SC %)
To start, select survey area helow:

Recruitment - Teachers

Recruitment - Support StafffAdministrators
Recruitrment - Special Education
Retention - Reasons for leaving position
Retention - Financial influences

Retention - Other influences

Click below to edit existing ltems:

General Area [Mare Specific
Teachers Sorial Studies wery hard - no applicants
Reasons for leaving position  Higher salaries elsewhere strong influence
Reasons for leaving position  Taking positions in other districts in state  strong influence
Financial influences Low salaries strong influence
Other influences ather - Please comment strong influence

Delete

[Comment | Opening:]Retirements
1 a

[Response

wanted mo

FrmRecruitmentR.etentionZ
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You must click on Save for each record before going on to the next area in which
you had an opening.




Distance Learning Report

* Required by Administrative Rules
 All districts must complete

» Private and commercial providers are
required to register with OPI through our
web registration

* District providers must list schools/districts
to whom they deliver classes
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Accreditation Standard 10.55.907 requires that school district's receiving and or
providing distance, online or technology delivered learning report to the Office of
Public Instruction (OPI) each fall. The report gathers basic information about the
providers of distance, online or technology delivered learning currently working in
Montana, the Montana school districts utilizing those resources and the facilitation
of the courses at the district level.

The text of the law has been included on the first tab for your convenience.

If the answer to question 1 on Tab A is Yes, you will need to answer the questions
on Tabs B and C.

If the answer is No, Tabs B and C will be hidden; you will not need to complete
them.

If the answer to question 6 on Tab D is Yes, you will need to complete Tab E.
If the answer is No, Tab E will be hidden; you will not need to complete it.
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Distance Learning Form

B Distance Learning
2008 2009
L= Beaverhead (CO 01) Y

Ciick 1o Beaverhead Co High School (S5 0200)

select Beaverhead County H S (LE 0006)
All Schools (SC %)

ARM | TabA| TabB || Tab | TabD| TabE
If YES to question 53: Provide the following information for all schools currently being served

6. Create one record for each school currently served

Districk Mame: [ Terry K-12 Schools
School Mame: [ Terry High School Add New Record
Delste Rscord
Double  District School Being Served

Click to Erry K- ools Terry High School
add 2
course.
Course:
Teacher's Folio Number ~
Grade Level(s): " (Examples: 3, 4-7, K-12}
Does offering comply with teacher load requirements of Mo~
ARM - 10.55.7.13(37
Couble Delete Record | Add New Record ‘
ik courss Folic Nurmbsr Grade Level(s)
ko edit, “hop 21515 1z ~
Spanish I 40345 91z o
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TABS:
ARM - text of the law
Tab A — does your school use distance learning — if NO, Tabs B and C are hidden
Tab B - facilitators (are they provided and trained)
Tab C — provider information
Tab D — does your school provide distance learning to other schools in MT



Testing Coordinators

* Need to keep testing coordinator contact
information up-to-date for Assessment.

* Form is pre-filled with the most current
data that OPI has

« Make any changes and check box to
confirm you have reviewed the data
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The district test coordinator is the person responsible for the successful
communication, coordination, materials distribution/return, training, and
administration of statewide testing.

This screen will be pre-filled with the test coordinator information we currently
have on file.

Please make any necessary corrections then check the box confirming you have
reviewed the entry.
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Test Coordinators Form

Test Coordinators

2007 2008 :
Check ICE™| Beaverhead (CO 01) | e
Dillon Elementary (55 0199)
Here X Dillon Elem (LE 0005)
=% All Schaols (SC %)

Please enter the test coordinator for the district. This is the person responsible for the
ful icati coordinati and administration of ide testing.

M | have reviewsd and confirmed or corrected this information

First Name |Car0| E-rnail |cski|es@di\lnne\em k12 mt.us
Last Marne |Ski|es Phone (406) 623-4311

Title |SpeC|aI FPrograrms Director

Postal Marne |Di||0n Elernentary School Dist #10

Delivery Address  [225 East Reeder Mailing Address  [225 East Reeder
City |D\”Elﬂ City |D|\Inn
State 'MT— State 'N‘IT—
Zip  [5E725- Zp  [pEv2s-

frnT estCoordinatars
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If the information is incorrect, make any necessary changes.

When the information is correct and complete, check the box at the top indicating
you have reviewed and confirmed the information.

If you make changes and then change your mind, use the ‘Esc’ key to return the
form to its original state.



Submit

* Program will provide a pre-submittal report to let
you know if your data is incomplete.

* Once you submit, you will not be able to
make changes. Contact next level in the
hierarchy for changes.

» Submit hierarchy:
— Schools submit to Districts
— Districts submit to Counties
— Counties submit to OPI
— Special Ed Coops submit to OPI
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Once you have submitted, the software will review your data for completeness and
create a Preliminary Accreditation Report, listing any deviations from the Montana
Accreditation Standards.



Submit Work Form

20072008
= Beaverhead (CO 01) e

ik 1o Dillon Elementary (SS 0199)

swect Dillon Elem (LE 0005)
All Schools (SC %)

Submitting district Dillon Elem to Beaverhead County.

Preview Work Prior to Submittal |

frenSubirnit
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Submit screen
You must preview work prior to submittal.
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Required Corrections Report

Liney MeCullnch, Supmnimreenl

OP| 7=z s REQUIRED CORRECTIDF
oo DR AFPLICR TION 200
P s Baaverbead
Dillon Elamertany
Cillon Elerm
&1l Sehadls

Fegquired Cormeolons

Tre dowirg |ems musibe ©m ke e besre po0 o Subml s dat i ke O Pl Prind Rz repss | and e ||
A checHlz ver comple Ing Yo dala eniy.

[oinon Bem | 0= id ]

Dlzbaree Leaming - Wyou srcwered YES b quezbon 1, gues ben 2 o nol be (o1l
biari.
DIzl Learing - Kycuenered VES kA, youmus lprodde alleas11 Company/Dizidd onTah ©.
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If there are missing data items, a required corrections report will be displayed.
You must review the report and correct all the items noted before resubmitting.
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Preliminary Accreditation
Report

» Based on submitted data

* Provides preliminary report used in OPI
accreditation decisions

» Follow instructions for notifying OPI of
changes or corrections

o Il Print a copy for your records !!!

September 2008 OPI - Annual Data Collection 55

This report is the only notification you will receive regarding your preliminary
accreditation status.

The OPI will make the listed recommendation to the Board of Public Education
unless you respond by the deadline shown on the report.

Please follow the instructions on the report for contacting the OPI regarding
identified deviations.

This report is automatically generated as soon as you have successfully submitted
your data.

You can also access this report by going to the main menu and choosing the Reports
button.

Preliminary Accreditation report is the second item in the Reports menu.
Double click to preview and print the report.
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Processing Status

Who Can Modify?

Ready for Data Entry

Submitted to District

Submitted to Co. Supt.

Submitted to the OPI

All

District,
County

County

OPI Staff
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What happens with the data?

Quality educator payment
Accreditation status determination
Federal reporting

Special Ed reports

NCLB Report Card
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Mailing the Report

» Send only the following three things to OPI:

— Authorized Signatures and Checklist
< Print and sign it or sign sheet in packet

— School Calendar
— Master Schedule

» County Supts should send their districts’ reports

« Save atree....please don’'t send copies of all
your reports to OPI !
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Send the following three items to OPI:
1) Authorized Signatures and Checklist (signed)

2) Your school calendar
3) Your school/district Master Schedule
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Summary: What YOU need to do

1) Complete all the data entry items
2) Review all your reports
3) Submit

4) Send Authorized Signatures Page, School
Calendar, and Master Schedule to your next
level (district/county/OPI)

5) Review Preliminary Accreditation Report
6) Notify OPI of any corrections

7) Check the Quality Educator Payment report
(wait 24 hours)
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Congratulations, you have completed data entry and performed a successful
‘Submit.’

Print copies of each report for your own records and to forward to your District
office, and/or County Superintendent.

Please do not send the paper copies of the reports to the OPI.

School users can change only their own school records and submit to their district
user.

District users can change their own school and district records and submit to the
county superintendent.

County users can change school and district records for their counties, and submit
to the OPI.

Special Education Coop users can change only their own special education coop
records and submit to the OPI.
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Late or Incomplete Reports

* |n accordance with accreditation
guidelines (ARM 10.55.701), a district
that has incomplete or missing reports
will receive Advice accreditation status
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Where to Get More Information

* OPI Website: http://www.opi.mt.gov
- Go to Programs & Services of OPI

- Select Annual Data Collection
http://www.opi.mt.gov/adc/Index.html

* OPI Knowledge Database (Get Answers)
» OPI Help Line - (406) 444-4050
» Tip of the Day
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Lots of information on our website
Click on “Get Answers” (upper left by calendar) for the knowledge database
Phone tree ...
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Thank Youl!

\
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If questions arise after this training, please don’t hesitate to contact me at OPI.

My phone # is (406) 444-2410, email: kcrogan@mt.gov
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